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B. Attendance
Members are expected to attend all meetings. If a member is unable to attend a meeting, they should contact
the staff liaison, who will inform the chair. If a quorum cannot be attained, the meeting will be canceled. Staff
liaisons will track attendance at each meeting. Each April, the City Manager’s office will review attendance
records for the preceding calendar year (April-March) and send a standardized letter of warning to any
member that has missed:

e two consecutive or three total meetings for groups that meet once a month; or

e two consecutive or five total meetings for groups that meet twice a month.

Because attendance is so important to the work of the City’s boards and commissions, the City Manager may
ask the member to explain the reasons for their absences. If circumstances (other than health circumstances)
prevent the member from committing to consistently attend future meetings, the member may be asked to
step down. If the member’s attendance does not improve after receiving a warning, the Council may take
action to remove the member.

Article IV: Rules

A. Recordkeeping
All minutes and resolutions shall be in writing and shall be kept in accordance with City procedures,
Minnesota Statute and Rules regarding preservation of public records and the Minnesota Data Privacy Act.

B. Work Plan

The Commission will draft an annual work plan that details activities and projected timelines for the
upcoming year.

C. Annual Report

The Commission shall submit an annual report to the City Council summarizing the past year's activities.
The report may highlight information the Commission feels appropriate to convey to the City Council.

D. Performance of Duties

Commissioners are expected to adequately prepare for meetings. Commissioners unable to complete an
assigned task should notify the commission chair or subcommittee chair as soon as possible. The
Commission staff liaison may ask the City Council to review a Commissioner’s appointment based upon its
assessment of significant lack of performance.

Article V: Amendments and Revisions
The Commission will review these bylaws no later than the second meeting after May 1 in every three
years. Members may present recommendations for changes and amendments. These bylaws can be
altered or amended at any regular monthly Commission meeting with a majority of members present,
provided that notice of the proposed changes and amendments is provided to each member at least ten
business days before the meeting. The Council must review and approve any changes to, and has final
authority regarding, these bylaws.
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